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Office  of  Distribution 
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mJTRITION  PROOMMS  BRANCH  I^MORANDm!  NO.  A-1 


To:  Branch  and  Division  Chiefs,  Regional  Directors 

From:  L.  Tilson,  Chief 

W.  tL,  Sebrell,  Associate  Chief 
Nutrition  Programs  Branch 

Subject:    Nutrition  Programs  Branch  Iifemoranda' 


The  purpose  of  this  memorandum  is  to  establish  a  new  series  to 
describe  the  functions  of  the  l^trition  Programs  Branch, 

Director's  Memorandum  No.  2,  Supplement  24,  dated  November  30, 
1943,  realigned  the  functions  of  the  newly  created  Nutrition  Pro- 
grams Branch,     The  ne\'7  series  which  supersedes  the  memoranda  issued 
by  the  Nutrition  and  Pood  Conservation  Branch,  will  be  identified 
alphabetically  as  follows: 

A.  General  Memoranda 

B.  Memoranda  Relating  Specifically  to  the  Community 
Nutrition  Services  Division 

C.  Memoranda  Relating  Specifically  to  the  Special  Services 
Division 

This  series  will  be  the  principal  medium  of  contact  between  Ti^ashington 
and  the  field  with  respect  to  policy  and  formalized  procedure. 
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Chief,  Nutrition  Programs  Branch 


Associate  Chief,  Nutrition    Programs  Branch 


B--245 


■  '  "  t7AR  rOOD.ADMI  HI  STRATI  ON 

^  Office  of  Distribution 

^-  '  Washington  25,  D.  C. 


L  I  3  R  A  . 

ll^^PARTMENT  SF  kil  i 


'    '  ■  February  10, 

MJTHITiai  PROGRA.1^  BHA.NCH  l.iEiv:QRA.ia)invI  NO.  A-2 

To;  Branch  and  Division  Chiefs,  and  Regional  Directors 

From;  M.  L.  Wilson,  Chief 

M^.  H.  Sebrell,  Associate  Chief 
Nutrition  Programs  Branch 

Subject  J     Functions  and  Organization  of  Nutrition  Programs  Branch 


Director's  Memorandum  No.  2,  Supplement  24,  dated  November  30,  1943,  out- 
lines the  functions  of 'the  Nutrition  Programs  Branch.     This  is  the  first 
of  a  new  series  <>f  Branch  memoranda  designed  to  describe  the  fimctions 
of  the  new  Branch, 

I,    Aims  and  objectives 

The  aims  and  objectives*  of  the  Nutrition  Programs  Branch  are  as 
follows: 

a.  To  plan  and  organize  a  coordinated  Nation-wide  program  for  the 
improvement  of  nutritional  standards  and  food  habits  as  a  safe- 
guard to  the  national  health. 

b.  To  maintain  liaison  at  Federal,  State,  and  local  levels  with  all 
agencies,  public  and  privn.te,  and  with  individuals  carrying  on 
nutrition  acti"^/ities  or  interested  in  nutritional  problems. 

c.  To  enlist  the  cooperation  of  such  agencies  or  individuals  in 

'  carrying  out  educational  programs  designed  to  encourage  a  better 
public  knowledge  of  food  facts  and  balanced  diets  necessary  for 
health . 

II.    T7ashington  Branch  Organization 

To  carry  out  the  aims  and  objectives  of  the  national  nutrition  prograjn, 
the  Branch  is  divided  as  follows: 


J 


a.  Office  of  the  Chief 

The  office  of  the  chief  will  be  responsible  for  the  over-all  plan- 
ning and  direction  of  the  Nation-wide  nutrition  program.    It  will 
maintain  constant  liaison  with  agencies  and  individuals  responsible 
for  food  and  nutrition  program.s  throu^  the  Interdepartmental 
Nutrition  Coordinating  Committee.     If  scientific  advice  on  nutrition 
questions  is  needed,  the  Branch  may  avail    itself  of  the  services  of 
the  National  Research  Council. 

*The  aims  and  objectives  listed  in  this  section  derive 'their  basic  authority 
from  Executive  Order  No.  8890,  September'  3,  1941,  which  created  the  Office 
of  Defense  Health  and  'Velfare  Services, 
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The  Office  of  the  chief  is  coirrposed  pf;    M.  L.  Wilson,  Chief; 
Dr.  W,  H,  Sebrell,  Associate  Chief;  J,  C.  Leukhardt  ,  Executive 
Assistant. 

b.  Ihe  Community  ITutrition  Services  Division  viill  have  specific 
responsibility  for  furthering  the  advancement  of  the  program  in 
the  field  in  cooperation  vdth  State  and  local  nutrition  committees. 
To  this  end  it  will  have  the  following  functions: 

To  plan  educational  and  activating  programs  designed  to  en- 
courage a  "better  public  knowledge  of  food  facts  and  balanced 
diets  necessary  for  health;  to  implement  such  programs  by 
(1)  working  with  the  Interdepartmental  Coordinating  Co^mmittee  ' 
on  the  formulation  of  basic  plans,  (2)  utilizing  the  advice 
of  the  committees  of  the  National  Research  Council  and  other 
essential  advisory  services,,  (3)  interpreting  to  State  nutri- 
tion committees  the  plans  formulated  as  essential  to  achieving 
national  nutrition  objectives,   (4)  proposing  specific  projects 
which  may  be  carried  out  by  the  local  nutrition  committees, 
(5)  assisting  State  and  local  nutrition  committees  through 
advisory  services  of  field  consultants  to  State  nutrition 
committee  chairmen,   (6)  maintenance  of  communication  with  State 
nutrition  committee  chairmen  and  executive  secretaries  assigned 
to  assist  State  committees  with  State  and  local  programs, 
(7)  serving  as  a  clearing  house  for  dissemination  of  information 
about  projects  carried  out  by  the  individual  State  and  local 
committees;  in  general  to  work  toward  building  a  coordinated 
structure  of  State  and  local  nutrition  activity  to  iniprove  the 
dietary  habits  and  nutritional  status  of  the  American  people. 

To  facilitate  the  administration  of  these  functions  the  Division  is 
organized  into  two  Sections:     (1)  National  Nutrition  Activities 
Section  (2)  State  and  Local  Nutrition  Activities  Section. 

Miss  Jessie  VJ,  Harris  will  direct  the  work  of  the  Division,  Mis's 
Ivlargery  Vaughn  will  serve  in  the  capacity  of  Assistant  Chief,  as 
well  as  Chief  of  the  State  and  Local  Nutrition  Activities  Section. 
Mrs.  Eowena  Carpenter  will  serve  as  Chief  of  the  National  Nutrition 
Activities  Section, 

c.  The  Special  Services  Division  will  handle  all  corollary  functions 
not  specifically  related  to  coordination  activities  or  to  the  over- 
all programs  of  the  State  and  local  nutrition  committees.  Among 
its  functions  will  be: 

To  formulate  programs  designed  to  develop  the  public  health 
implications  of  malnutrition  and  to  enlist  the  cooperation  of 
physicians  and  public  health  officers  in  the  national  nutrition 
program;  to  maintain  liaison  mth  food  industries  and  other 
commercial  groups  with  respect  to  the  part  that  mi^t  be  played 
by  them  in  the  national  nutrition  program;  to  formulate  and 
promote  workers'  nutrition  education  programs;  to  serve  as  a 
central  point  within  the  Branch  for  securing  information  as  to 
Office  of  Distribution  Activities  which  affect  the  national 
nutrition  program. 
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d.  This  Division  will  be  iinder  the  general  direction  of  Mr.  J,  C. 
f  Leiildiardt.    Dr.  Walter  I'filkins  will  develop  programs  to  enlist  the 

^  cooperation  of  physicians  and  public  health  officers.    Ivliss  Louise 

G-riffith  will  maintain  liaison  with  food  industries  and  other  con- 
/  nercial  groups  and  with  other  national  organizations.    Dr.  l^Aark 

Graubard  will  promote  workers'  nutrition  education  programs. 


Chief,  Nutrition  Programs  Branch 


Associate  Chief,  I^trition  Programs  Branch 
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WAR  FOOD  ADI.IINISTRr.TION 
Office  of  Distribution 
'w-ashington  25,  D.  C. 


February  10, , I3hh 


To: 
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NUTRITICF  FROGRAIilS  BRANCH  MEMORAEDIM  NO.  A-5 


Branch  and  Division  Chiefs,  and 'Regional  Directors  j 


L:.  L.  Wilson,  Chief 

W.  .H.  'Sebre  11,. "Associate  Chief 

I^utrition  PrGg-rams  Branch 


Subject:    ITashington-Field  Relationships  of  the  Nutrition  Programs  Branch 


Director's  Memo randuni  NO'V  2,  Supplement  2li,  fixed  the  responsibility 
centrally  for  the  development  and  operation  of  nutrition  programs  in  the 
Nutrition  Programs  Branch«  .  It  is  recognized  that  various  regionalized 
and  nonregionalized" operations  related  to  these  programs  will  require  close 
working  understandings  between  the  Branch  and  the  regions.     This  memo- 
randum is  designed  to  clarify  the  following  areas:     (l)  relationships 
with  the  State  nutrition  comiittees  (2)  relationships  v/ith  the  regions, 

I.    Y/orking  Relationships,  with  the  State  Nutrition  Committees 

a.  The  line  of  contact  ivith  the  committee  chaimen  with  respect  to  the 
'^coordinating"  progre,.us  de*.  sloped  by  the  vYashington  Branch  will  be 
either  by  direct  coiiimunication  from  the  Branch  or  through  field 
consultants.     Field  consultants  will  be  officially  stationed  in 
I'Ta shin?!: ton  and  v/ili  travel  in  areas  coterminous  vvith  each  of  the 


-Office  of  Distribution  regions.     It  "will  -be  the  function  of  these 
"consultants  to  act. as  personal  representatives  of  the  Branch  in 
.presenting  and  interpreting  Pranch  programs  to  State  Chairmen  and 

to' keep  the  WPshing"^:on  Branch  advised  cf  the  developments  in  the 

State  prograns-,  .  ■ 

b.  Branch  personnel  -./ill  be  detailed  at  the  request  of  the  State 
chairmen'  to  assist  them,  in  implementing  the  program  of  the  com- 
mittee at  both  State  and  local  levels.     These  persons  officially' 
v/ill  be  des'ignated  as  executive  secretaries  and  v/ill  be  under  the 
direct  supervision  of  the  State  chairmen.     Subsequent  m.emoranda 
Y/ill  define-  the-  relationship  of  the  secretary  to  the  chairman  of 
the  nutrition  committee  in  greater  detail. 


c.  Contact  with  the  State  chairman  by  the  Office  of  Distribution 
regional  off  ic-t/  will,  be  accomplished' by-''  membership  of  the  State 
Supervisor  of  the  Office  of  Distribution  or  his  representative  on 
the  nutrition  coimxiittee .    .-.ny  programi  developm^ent  carried  on  by 
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• 

the  v7ashington  office  -with  the  St&te  committees  which  involve  OD 
operation  programs  should  clear  vvith  the  Office  of  Distribution 
State  Supervisor,  or  his  representative,  who  is  a  member  of  the 
committee, 

d.  Contact  with  the  State  nutrition  committees  will  also  be  main- 
tained through  special  bulletins  prepared  solely  for  the  use  of 
the  State  committee.     In  addition,  there  v;i 11  be  a  monthly  nutri- 
tion news  letter  and  special  distributron'  of  pertinent  publica- 
tions on  nutrition  subjects.    V/here  special  regional  materials 
such  as  radio  programs,  press  material  and  informational  bulletins. . 
are  needed-^  it  -has'  been  arranged  that  the'  facilities  of  the 
Marketing  Reports  Division  in  the  Office  of  Distribution  v/ill  be 
made  available  to  the  State  nutrition  committee  chairmen  through 
the  OD  members  of  the  n-utrition  committees  or 'through  other 
specially  arranged  ohan^nels. 

II.     -Relationship  of  ijutr.ition  Programs  Branch,  to  .the  .Regions 

a.  The  chief  of  the  Er&nch  or  authorized  members  of  his  staff  will  . 
from  t'ime:  to  time  consult  v/ith  the  regional  directors  in  order  to     .  ... 

.  make  certain  the  Nutrition  Fr-ograms  Branch"  activities  are  in 

harmony  with  Office  of  Distribution  regional'  policy  and  programs.. 
Constant  cohtact-vvith  the  regional  offices  in  this  regard  will  also 
be  maintained  through' field  consultants  assigned  to  the  several  .... 
regional  •  areas .  ■  - 

b.  It  is  assumed  that  the  facilities  of  the  various  service  divisions 
in  the  region  will  be  made  available  to  the  personnel  of  the 
Nutrition  Programs  Branch  stationed  in  the  field.     This  arrangement 
would  be  similar  to  that  afforded  the  field  personnel  of  the 
nonregionalized  ope-raticns  of  the  commodity  branches, 

c.  On  t]xe.  State  level,  Office  of  Distribution  'regional  offices  will 
have  contact  with  the  Nutrition  Programs  Branch  activities  through 
the  State  Office  of  Distribution  office  memberships  on  the  State 
nutrition  committees.'.    .-,s  a  member  of  the  commiittee,  it  is  expected 
that  the  St&te  Supervisor  or  his  representative  on  the  committee 
will  call,  the  attention  of  the  committee  t'o  Office  of  Distribution 
programs  v;hich  will  need  the  assistance  of  the  committee.  The 
Office  of  Distribution  member  on  the  State  committee,  in  other 
words,  v/ill  be  in  a- position  to  enlist  the  aid  of  the  committee 

in  OD  operating  programs  but  ivill  not  have  any  responsibility  for 
the  over-all  program  of  the  nutrition  committees. 

d.  In  accordance  v/ith  recent  allotment  advices  issued  by  the  Budget 
Division,  the  region  has  been  furnished  v/ith  a  restricted  allot- 
ment v/hich  will  provide  funds  and  travel  for  the  employment  of 
executive  secretaries.    This  fund  will  be  encumbered  in  accordance, 
v/ith  instructions  froni  the  Washington  Branch, 
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Executive  secretaries  v/ill  be  hired  by  the  regioni<l  Personnel 
Division  acting  under  instructions  from  the  ivutrition  Programs 
Branch.     The  Branch  v/ill  forward  noiiinations  made  by  the  State 
nutrition  committcG  chairmen  to  the  Personnel  Division  in  the 
region,     uith  this  will  go  a  letter  of  instruction  directing  the 
encumbrance  of  the  fund  allotted  to  the  region  to  the  extent  of 
the  number  of  persons  hired.     EYory  effort  will  be  made  by  the 
Branch  to  see  that  candidates  for  the  position  of  executive  secre- 
tary are  placed  on  the  Civil  Service  Commission's  list  of  eligibles. 

Travel  authorization  will  be  handled  at  the  regional  office  in 
accordance  with  instruction  issued  by  the  liTashington  office. 
Salary  and  leave  records  v;ill  b*.  handled  in  accordance  v/ith 
established  procedures. 


(S)    li.  L.  ..^ilson 


Chief,  nutrition  Programs  Branch 


(S)  U.  Scbrell 


Associate  Chief,  Nutrition  Programs  Branch 
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October     ^  1944 


To  a  Srsnch  aai  Dlvieion  Chiefs  and  Regional  Dii^ctors 

FrCHBi        yu  L«  Wilson^  Ghisf 

H«  Sabrsll^  Aeeociat®  Chief 
Sutrltios  Fso^rsm  BTBad^ 

Std^jects   Functions  of  State  Nutrition  Cosaaittea  ^Eseoistive  Secretaries* 
and  Mffiinietrstiva  Selationshipe  involved  in  15ieir  As35,gnns«it, 


Sutritic^.  Frograiss  Brsneh  HssoraridiiEi  A«t  and  A=^S  outline  z^speotively  tha 
"functiofiS  aiKl  organisation'*  of  tl^  Drsnoh  and  ^"^ashington-fiald  ralationehipa 
F?oa  th&s«  pre^^oae  maa^rardm  th#  following  mjor  points^  pertinent 
to  tti%»  masaorandusi^  ars  sisa&arisadi    (1)  fha  Bz^nch  has  responsibility  for 
furthaxlr^  tha  davelopasnt  of  a  coordinated  Sation-^rlde  nutrition  program* 
thQ  undarlying  objective  of  tbie  program  iM  to  ancourags  tha  best  nutri- 
tional u&@  of  the  ETailabls  -vrartime  food  B^sppl^  as  ^vall  as  to  extend  kno«rl- 
gdge  and  application  of        principles  of  good  nutiltion  as  widely  ae 
possible  as  a  long-rango  influence  in  raising  national  health  levels « 
(E)  Stat^  and  local  nutrition  cossmittees  sponsor  and  coordinate  State  anl 
local  nutrltic«i  prog3:taEg  towaid  these  ands,    (3)  The  Branch  assists  Stats 
and  local  committees  in  carzying  out  Uieir  progr^s  through  the  assigni&^t 
of  Bmich  persozmsl  detailed  tc  serve  as  executive  secretary  to  State 
nutrition  c<^iQlttees^  and  through  other  coordination  facilities* 

The  pu2r|>C38  of  this  ii^orandi;^,  lio«  4-4^  is  to  outlins  isore  specif  icall^ 
the  fur^tions  of  the  executivs  secretaries  wi-fii  relation  to  the  nork  of  ^e 
State  nutrition  cotaaittese  and  to  further  dsfins  the  administrative  rela- 
tlonshipt  involved  in  ti^i?  assignment^  as  Branch  et^plojees^  to  assist  in 
the  moTk  of  these  coifindttees^ 

1^    Asai^naent  of  Sxecutive  Secretaries 

Branch  perK^nnel,  ur^er  the  Civil  Service  title  of  «Rome  Econondstj^ 
ha?e  ncm  b^en  assigned  to  loost  of  tbe  State  nutrition  comsitteeS;  at  the 
consaittees*  request^  to  mrre  the  iiaiividual  ccawdttees  in  the  capacitv 
of  ^c3:ecutiTs  secretary***    l!hese  eji5>lo3r9e8  ^ir©  sub;5ect  to  all  Civil 
Service  roles  and  regulations  affectis^  Federal  ec^loyees«  ^Rieir 
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asslgruassit^  have  been  isads  \ix^er  the  Bi:^Gh^0  authority  to  provide  to 
States  and  localities  the .  i^ervices  of  staff  persomjel  to  assist  in 
facl3J.tati£^  Stato  and  loc^  nutrition  progz«ais«    Salaries  aiod  ti^vellng 
expenaea  for  these  en^loyees  are  paid  by  the  Nutrition  Proprams  Branchy 
The  Bmioh  s^lso  i^utilobes  mch  neo^ssaxy  supplies  as  letteitieads^  penaltjr 
ssssvfllopes^  etc,,  under  regulations  applying  to  coopa  active  Federal -State 
activities.    Hoirdver,  the  responsibility  for  providing  adojuate  office 
space^  clerical  asaistancSj  and  other  general  facilities  for  the  executiT® 
89cretasy  r^ssts  nith  the  State  nutrition  ccmaittee* 

II  o  Fsnctions  of  Egeoutlye  Secretaries 

a.  General  fuiaotioiss  and  responsibilities  cf  tbs  executive  secretaries 
ar9  sxsBsagLrized  as  follows i 

(1)  Aetir^  under  the  §pscif  io  direction  of  tha  State  nutrition  ooai- 
islttee  chalraan  or  the  coasaittee's  sxecutivs  body,  to  participate 
in  the  coacdttee^s  routim  business  of  citings,  conferences, 
progi^sm  planning^  etc« 

(2)  Under  siolXar  direction,  to  represent  the  3tate  nutrition  qqs^ 
adttae  in  its  further  «>omination  activities  ^th  State  ag^mclgs 
and  gro^s  reprse^ted  on  the  coiomittee^  and  to  be  responsible 
for  sudi  other  Stat©  activities  reLeted  to  th§  tvork  of  the  «• 
nlttee  as  ar@  specif  ical^  assigned  by  the.  chalTtsan  or  ths 
esecutiys  cosadttee^ 

(S)  In  the  c<MBjftmities  and  other  local  ai^ss  to  aesiat  elty,  tomi^ 
and  county  nutritic^  cosEsittaes  in  dev^oping  local  program  la 
line  irith  State  and  national  objectives^  and  to  farther  asedst 
In  problems  of  ^^ordiimtion  of  local  resources  toiraz4  md^itiiTg 
Xooal  nutrition  needs « 

bo  After  the  Stata  cos^ttees  have  planned  their  prograi&s  tiith  relation 
to  State  ard  nati(^l  ne^s^  the  essential  job  is  to  Intezpret  their 
objectives  to  local  nutrition  txJBSoittees  and  to  encourage  toe  devsiop-> 
lawit  of  loosl  action  programs*    The  ser-vic^ta  of  the  executive  secre- 
taries provide  a  new  and  s^st  iisportant  facility  ^  acoooplishing 
thee®  aias*   Under  the  coordisatSd  planning  of  the  lo^al  nutrition 
coannittees^  local  activities  are  then  concentrated  on  securing  the 
active  participation  of  the  housewife  ir  reaching  nutriti<^  obj actives « 

XI1>  Inter-relationship  of  Funotion  of  Sxeoutive  Secretary  Betareen  ^e 
State  nutrition  Goinadttees  and  the  Nutrition  Frograais  Brands 

a«  jRespcmeibility  to  Stat^  nutrition  cocusittees 

(1)  The  national  nutrition  progrsm  exists  largely  as  the  coordinated 
aggregate  o£  all  Federal,  ^t«te^  arid  local  nutrition  activities 
ami  interests  operating  within  a  bread  framework  devslopi^  jointly 
by  tkie  Nutsition  Prograos  Branc^^  its  cooperating  Federal  and 


national  agenclss  andl  grou^s^  atd  State  nutiltioii  committors c 
Tha  State  nutrition  cossnitteas  have  full  rasponaibility  for  their 
program  within  ea<^  iniividual  State «    Cocparativo  prograsiming 
and  other  ralationsiips  with  the  Stata  nutrition  comoiittads  ar® 
aaintainad  with  "Uie  Kutiition  Programs  Branch  throu^  periodic 
national  and  regional  conferences^  throu^  direct  coBaBunication^ 
and  through  personal  oonferencea  with  tha  Branch*  a  field  conaultanta. 

(£}  On  program  satters^  the  line  of  contact  between  the  Brandti  and  the 
executive  secretary  is  through  the  State  nutrition  coianittee  chaii^ 
san  or  the  coBunittee-a  other  repreaantativeo    The  field  consultants 
mintain  personal  contact  jointly  with  the  State  chainsan  and  the 
executive  secretaxyj  but  the  executive  aeoretaxy  takes  her  immediate 
direction  and  super v^ision  fz^ai  the  State  nutadtion  cos&oittee  chair- 
isasi  or  ths  chainsan*  s  alternate* 

(5)  Ihe  executive  secretaries  are  required  to  eubsdt  a  laonthly  rtfpoTt 
of  their  ifork  to  the  chainaen  of  the  State  nutrition  ooissltteean 
Copies  of  these  reports  are  tz^smitted  tj^  the  State  chairs^  to 
the  Nutrition  Progrss®  Branch. 

Baaponsibilitg^  to  the  Nutrition  Pwgrams  Branch 

TtoB  executive  secretaries  are  adsdnistrativ^ly  re^onsible  vo  the 
Nutrition  Programs  Bmndi  i^ith  respect  to  establi8h<^  Ddpartioental 
ani  Civil  Service  re<juirencnts  for  Fedezul  personnel.    They  are 
required  to  conf  ona  to  all  Departmental  and  Civil  Service  administra- 
tive regulations  ani  pioc^ures  regarding  personnel,  travel,  use  of 
frank^  salaxy^  laave^  6tc«    Separate  memorai^a  of  instructions  to 
executive  secretaries^  based  on  these  regulations  and  procedures^ 
will  be  issued  as  occasion  demands;  copies  of  whici^  will  be  fuinished 
U>  the  State  nutriticn  coBssittee  chainssn  for  thair  informatiose 

The  f  ieM  consultant  is  r6&ponsib2d  for  pexlcdic  appraisal  with  the 
Stat«  nutrition  coaaitt^  chain^n  of  the  effectiveness  of  tha  work 
of  the  executive  secret&ryi,  Such  appraisals  will  furnish  the  basis 
for  efficiency  ratings  for  liiXdh  the  field  consultant  will  serve  as 
rating  officer.  Monthly  reports  submitted  by  the  executive  sscretaiy 
will  serve  as  the  basif  for  further  judgm^t  of  the  personal  ef- 
ficiency of  the  executivo  secretaries. 
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